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UNITED STATES GC INSTRUCTIONS
w m Use routing symbols whenever possible.
- SENDER (Originator of message):
2 ay e emq Use brief, informal language.
' Conserve space.
Subject: Request for VIP Visﬂ:or Parking ﬂlﬂ Forward original and one copy.
‘ Wripe m for 11 Y RECEIVER (Replier to message).
Reply below the message, keep one
o ° copy, return one copy.
s ' DATE OF MESSAGE ROUTING SYMBOL
From : Chief, Beadquarters Security Branch, PSD/0S 83
Chief,Receptionist 8 Feb
SIGNATURE OF ORIGINATOR -
STAT
[ TITLE OF ORIGINATOR
Secretary to D/ODP
Fu INITIAL MESSAGE t
STAT
1. Listed below are visitors coming to Headquarters for a meeting with
|  p/ore, on Friday, 11 February 1983 at 2:00P™ in rm, 2N00.
NAME . CQUMPANY
STAT NBI
NBI
2, Parking:s VIP Visitor Parking Lot in front of main entrance.
STAT
3, Badges: Please issue candy-stripe badges, call ) for escort.
br—Thank-youy REPLY MESSAGE
(PURPOSE: TO MEET: SOME INVENTORY IN TERMS OF WORD PROCESSING
IsT EQUIP.; WHAT DIRECTION HE WANTS TO TAKE.ETC.)
D T
Orig - C/HSB/PSD/0S
1 - C/Receptionist
_1 - ODP/LIAISON:Private Industry (General)
1 » ODP/REHXEEXX EQUIP&SUPS:Word Processing
1 - ODP/SECURITY:General
DATE OF REPLY ROUTING SYMBOL
a °
STAT
To SIGNATURE OF REPLIER
> 2000 Bq Bldg
TITLE OF REPLIER

OPTIONAL FORM 27 (Rev. 7-77)
3. TO BE RETAINED BY ORIGINATOR (Rece/ver) GSA FPMR (41 CFR) 101-11.6
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GUIDES YO SIMPLIFIED INF()RMAL CORRESPONDENCE

" The typucal Governmem Ieﬁen has been conservatively eshmated po cast $2.00 ot mcludmg the cost of filing and ultimate
dispositfon. Informci commuq’iEmnon, resulting from the use of Optional Form 27, 2-WAY MEMO, can reduce this cost

iwbstantially. . .0

»

" Persons experienced in the field of letterwriting have made the following observations about Government correspondence
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The bulk of correspondence is conducted within the governmental family utseEf~~be0ween offices whose day-to-day
relationsKips dould germit pimple, informal written communication.

"Many written commfications are for immediate action, are routine in nature, such as requests for inforniation or services,

ard do not require copies for distribution.
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SRINCIPLES INVOLVED

»

In actual experience, where agencies hove issued instruc-
~ns encouraging the use of memorundums ond. infarmal
urrespondenne within the agency, there has been ¢ notice-
ie drop in the communications effort and in the fime
.cquired to respond to a request, as well as o reduction of
sseless copies in file. An examination of the two types of
orrespondence indicutes tho? tormed correspx ﬂdence has
arinin drawbacks: i ‘ :

¢ Formal correspondence i usually more wedy becquse, of
c~lutations, introduciory paragrophs, complimentary clos-
(sgs, etc. It_becomes a difficult writing. chore because of
- sntinual polishing ard editing.

formal correspondence typizaily calls for more reviews,
avulting 7 ng { @ssi+@ tme-in- -
kg i any rewiies, and for eacassi-e tmern-shop: 1

Formal c:v;x'c’ésp'ok'wdeﬁt'e- "godd f?hm&gﬂ" Strieter clearance’

onnels, and frequently moba commonication between
spposite numbers’’ vesy ificuln
In many cases, the best raply s ot informal endorsemgdt:

y an incoming letter. Optional Form 27, 2-WAY MEMQ,.7

rikes advantage of this principle
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Many written communications are less than a dozen lines in length.
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PRACTICAL PURPOSES SERVED BY 2:WAY MEMO

1. The message ond the reply are placed nin the same page
in brief, informal language. This simplifies writing, handling,
storing, ond dssposmg of short communicatons.

2. The message may be p;epcxred by typewriter or by hand;
the reply may be by typewriter, by hond, or by rubber
stamp.

3. 1t is possible to achieve’d grecter delegatior of signing

authority with the 2-WAY MEM(‘: becoune of s intormal

4. The 2-WAY MEMO may be desigrofed for special

“Wandling. It may be marked U RGENT if excaptional speed is

required. It may be stampad for specol omling services. It

may be used for classitied material i 2 ¢ narked with the

: .'proper‘ securityiclassifichtion, "

’ 5 The “TO’I’ fine and the "FROM line (re so ploced that

il

the 2-WAY MEMO may be sent in a vandoyr Q«ne%qpé.bﬁd
returned in o window envel Qpe sf de,s.‘ed

6. The 2IWAY MEMOLis particularly well smted tor dommy-

. .nicatidn: belwesn “oppolite nombers!” within one agency or

in ditferent agendies.

COHM O

" Sanitized Copy Approved for Release 2010/05/17 - CIA-RDP85-00142R000100160008-8



